
 

Please use this document as a guide on how to file your shipments. This is a sample shipment and the information is 
fictitious. All guide notes are in blue ink. It will help you if you review this document thoroughly, along with the help 
information, prior to contacting AES Support. 
 
Note: This is just an example. Do not duplicate the information that appears in this document. 
 
In order to begin, log in to AESDirect to access the Main Menu below. 
Select “Create New Shipment” as highlighted below. 
 

 

 

 

 
To fill out form, highlight the section you 
want to work on and click Edit Section.   

AESDirect Sample Shipment 

Once you log in to AESDirect select “Create 
New Shipment” from the Main Menu. You 
may also retrieve, delete shipments and 
access other functions of AESDirect. 
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Shipment Information – Mandatory Section 
 
Choose section from list and select “Edit Section”. In this case, choose “Shipment Information”. 
 

 

Shipment Reference number  
must be unique forever 

Transportation Reference Number is 
for vessel shipments only 

Select the filing option  
for your shipment 

Use lookup to locate the city for the  
Port of Export  

Port of unlading is for vessel shipments 
or air shipments to/from Puerto Rico 

Departure Date is date of export out of the 
United States 

Method of Transportation when goods 
depart U.S. 

Use ‘Lookup’ to locate the IATA Code (air) 
or SCAC (all other modes) 

Inbond Shipments are not required to be 
filed in AES per FTR 30.37(c)  

Click the “HELP” link to learn more about 
Routed Transactions. 

10% or greater interest in company 

Selecting Lookup will bring up a 
search function in a pop-up window 
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United States Principal Party in Interest (USPPI) – Mandatory Section 
 
Choose “USPPI” from list and select “Edit Section”. 
 
Note: The USPPI is the person or legal entity in the United States that receives the primary benefit from the export 
transaction. The USPPI address must be the address where goods begin their journey to the port of export. It MUST be 
an address located in the United States or Puerto Rico. 
 

 
 

 

 

 

 

 

 

The U.S. Principal Party in Interest  

The HELP link on each page provides 
information on each field and when 

it’s required, etc. 

If Foreign Entity, use Passport number backfilled with spaces  

Names must have at least two letters and cannot 
contain punctuation  

Phone Number cannot contain punctuation or spaces  

Address must be address where goods 
begin their journey to port. Must be 

address in the United States  
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Ultimate Consignee – Mandatory Section 
 
Choose “Ultimate Consignee” from list and select “Edit Section”. The Ultimate Consignee is the person, party or 
designee that is located abroad and actually receives the export shipment. This party may be the end-user or Foreign 
Principal Party in Interest (FPPI). 
 

 

Intermediate Consignee – Conditional Section 
The Intermediate Consignee is the person or entity in the foreign country that acts as an agent for the principal party in 
interest with the purpose of effecting delivery of items to the Ultimate Consignee. This section requires information 
similar to the “Ultimate Consignee” section. 
 

Freight Forwarder – Conditional Section 
The Freight Forwarder is the person in the United States who is authorized by the principal party in interest to file the 
EEI. If the USPPI is filing, there is not a Freight Forwarder. There is only a carrier. Note: The Intermediate Consignee and 
Freight Forwarder are conditional sections. Populate them ONLY if they are applicable. 

 
Equipment Details – Optional Section 

(for Filer’s use) 
 

The HELP link on each page provides 
information on each field and when 

it’s required, etc. 

Select a Consignee Type from the options. 
For more details of each option, select HELP.  

This field will be mandatory on 10/2014. 

Keep in mind that black labeled fields are 
optional. If you omit them, you will not get an 
error. However, if you include them, they are 

subject to validations. 

State is included to accommodate 
shipments to Mexico and shipments to 

and from Puerto Rico 
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Commodity Line(s) – Mandatory section 
Choose “Add Commodity Line” from list and select “Edit Section”. Commodity Line 1 will appear in the selection box. Up 
to 99 commodity lines can be added per shipment. 
 
Note: A shipment is defined as goods shipped from one USPPI to one consignee in a single country of destination, on a 
single carrier, on the same day, valued over $2500 per Schedule B, or regardless of value when a license is required. 
 
Once you complete the commodity line(s), select the “View EEI” button beneath the section selection box. 
 

 

 

 

 

 

 

 

Once you enter in the Schedule B or HTS Number, 
the Units for 1st and end Quantity are populated. 
Do not change the Units in either dropdown box 

If Unit is “X No Unit Required” or “None 
Selected” do not put anything in 

corresponding Quantity field. 

Numbers Only! 

Choose the appropriate Export Code from drop down list 

Choose the appropriate License Type from drop down list 

If shipment is licensed, the system will require further 
information that is provided on the actual license. 

If the commodity is a Self-Propelled Used Vehicle, fill out 
the remaining information 
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View EEI 
 

Once you select “View EEI” all sections will be shown on the screen and they will be color-coded. Green signifies that all 
necessary fields have been completed; yellow signifies that the section is missing required information; and red signifies 
that a required section has been omitted. 

Note: If the section is yellow and you click on “Submit EEI” you will receive a pop-up menu detailing what information is 
missing from that section. 
 

 

 

 

 

 

 

 

 

 

 

 

Once you select “View EEI”, review your shipment for 
accuracy. If everything is accurate, select “Submit EEI”. 

All sections must be GREEN in 
order to submit your EEI. 
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Pop-Up #1 and Pop-Up #2 
 

Once you submit the EEI, you will receive 3 pop-up windows. You MUST receive all 3 in order for your shipment 
transmitted to AES. 
 

 

 

 

This is the first pop-up window requesting verification of the USPPU address as the location where 
the merchandise began its journey. Review the address then: 

Click “OK” if the address is correct. 
Otherwise, click “Cancel” and correct the address in the USPPI section. 

This is the second pop-up window reminding you not to submit a paper 
copy of your EEI to U.S. Customs and Border Protection 

Acknowledge by clicking “OK”. 
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Pop-Up #3 
 

Once you submit the EEI, you will receive 3 pop-up windows. You MUST receive all 3 in order for your shipment 
transmitted to AES. 
 

 

 

Your shipment is now being transmitted for processing… 
 

You will receive a confirmation e-mail with either your ITN or Fatal Error(s). 
 
If you receive a Fatal Error(s), your shipment has not been added and you will not receive the Internal Transaction 
Number (ITN). Please retrieve the shipment and utilize Appendix A of the Automated Export System Trade Interface 
Requirements (AESTIR) located at http://www.cbp.gov/document/guidance/aestir-appendix-commodity-filing-response-
messages to correct your error(s). Once your error(s) have been corrected, resubmit the shipment and await the ITN. 
 

Be sure that you get this final AESDirect Response window. 
You must turn your pop-up blocker OFF on your Internet browser in  

order to receive this message. 
***If you do not get this message, your shipment WILL NOT be submitted*** 
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